
ESTABLISH D I S P O S I T I O N  S T A N D A R D ;  DISPOSE OF P R E S E N T  ACCUb!ULATTON ; 
R E C O R D  WILL C O N T I N U E  T O  A C C U M U L A T E .  NO F U R T H E R  A C C U M U L A T I O N  A N T I C I P A '  

Dates of Series 4 
1970 I G i s o l i n e  Log F i l e s  

Domat  i s  t h e  function of the office i n  which this record series is c r e a t e d ?  
' The S t a f f  Services Divis ion  is r e spons ib l e  f o r  personnel  a d m i n i s t r a t i o n  inc luding  

recru i tment  and disengagement of personnel  and maintenance of personnel  r eco rds ;  
f o r  accounting of funds; r e c e i v i n g  and d i sbur s ing  funds and budgeting f o r  funds;  
f o r  t h e  procurement of s u p p l i e s  and equipment, t h e i r  i s suance  and maintenance; f o r  
planning and providing support  t o  t hese  opepat ions inc luding  procedures w r i t i n g ,  
forms des ign ,  records  management and reproduct ion  services. 

. 
1. This f i l e  c o n t a i n s  t h e  following documents ( inc lude  form numbers and t i t l e s ,  i f  any, 

and f i l e  arrangement ) . 
Documents r e l a t i n g  to :  Quant i ty  of g a s o l i n e  used by t h e  Department. 

Included are: Gasol ine Log (GSP 14) and adding machine t ape .  

F i l e  arranged:  Chronological ly  by d a t e .  
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T h i s  agency recowends t h a t  the  f i l e  se r ies  be cut off at the end t of each - [ ] C A I X ; D k R  YEAR -HFISCAL YEAR -[]OTHER ,then : 
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15. Is the infomat ion  containdd i n  t h i s  se r ies  ever summarized oripublished? 
Attach copy of s m a r f  or publication. Summarized i n  accdunting r,ecords. 

16. Does the ser ies  contain c iass i f ied  information requiring secur i ty  handling? 

17. Does the  series in i t ia te ,  amend or terminate agency pol ic ies  and procedures? 

18. Could the  function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

] Hold i n  t h e  current'  f i l e s  area month( s)/ y e a d s )  : 
I 1 Transfer t o  [ 1 Sta te  Records Center [ ] Local Holding Area; hold year (s ) :  
[ ] Destroy. 
[ 1 Transfer t o  S ta te  Archives fo r  perraanent retention. 
[ 1 Destroy i r s sd ia t e ly  a f t e r  cut-off. 
[xd Other: (Specify) 
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Cut  of f  f i l e  each N; hold i n  CFA 1 yr .  o r  u n t i l  State Audit  is completed, whichever is  la te r  
then des t roy .  
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(Indicate brief ly  above/or write additional remarts1 : 
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82. Has the Federal Gvernment issued instruct ions governing the  re ten t ion /d isp-  . [ ] [ 4 
s i t i o n  of these f i l e s ?  


